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M. Center Applications 
 
The center/site application also consists of several screens and has a menu screen that lists each screen and 
displays its status.   
 

• Click on Center Applications and the following summary screen will be displayed. 
 
 

 
 
In the above example no centers have been entered.   
 

• Click on Renew/Add Center to CACFP and the following screen will appear. 
 

 
 
This screen lists centers that do not have an application.  Click on “Click here to enroll A Site Two Learn in 
the Cacfp Program” and the following screen will be displayed. 
 
Add a New Center 
 
You may also add centers that do not appear on the above list by clicking on the Add New Center button.  
This button will take you to the center portion of the Sponsor Profile. You will be able to enter a new center 
and its Federal ID number.  Click on submit and the following screen will appear. 
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This screen displays the menu items necessary to complete the Center Application.  When each menu item 
is completed the status will change to Complete.   
 

 
 
In order to display all of the menu items, the above example displays a center application that is completed.   
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• Click on the first menu item to view the information screen.   After completing each screen click 
on continue to go to the next screen or you can return to this screen and use the menu items to 
access each screen. 

 
• Site Application page Returns to the Site Application Page Links 

  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   

 
The comments section allows the sponsor or the OSR administrator to enter comments that can be viewed 
by everyone who has access to this screen. 
 

• Click on Update Comments and a comments entry screen will be displayed.   
• Enter comments and click on Submit to save the comments. 
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A. Center/Site Address and Contact Information 
 
This screen contains the address information for the Center/Site.    
 

• Enter the street address including the address, City, State, Zip Code and County.   
 
Tip:  If the mailing address is the same as the street address, click in the box provided and the system will 

copy the address information for you.  
 
 

 

 
 

• After entering the above information click on Continue >.   
 

• Site Application page Returns to the Site Application Page Links 
  • Help Goes to Help screen 
 
Buttons • Redisplay Displays the current screen.  Does not save entered information. 
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• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

 
 
 
 

  
• Continue 

> 
Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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B. Licensing and Operation Months Information 
 
This screen contains the licensing and operation month’s information.   
 

 
 

• Indicate the License Type by clicking on the small circle to the left of your selection 
• Use the drop down arrows to enter the Date of Expiration. 
• Enter the License Number, Enrollment Number and License Capacity. 
• Check on the months the Center/Site will be operating. 

 
Tip:  If operating for all 12 months of the year chick on the box and the system will check all months. 
 

• After entering the above information click on Continue >.   
 

• Site Application page Returns to the Site Application Page Links 
  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 
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 • Continue 

with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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C. Organization Type 
 
This screen indicates the organization type and responds to several questions.   
 

 

 
 

• Click on the circle to the left of the selection to indicate your answer. 
• If Profit is selected click in the check box for a. or b. and enter the participant information for your 

selection. 
• Respond to all questions by clicking the circle or by checking the check box. 

 
• After entering the above information click on Continue >.   

 
• Site Application page Returns to the Site Application Page Links 

  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 

Buttons 
 
 
 • Cancel Returns to Application Menu. Does not save entered information. 
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• Continue 
> 

Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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D. At-Risk After School Snack Care Program 
 
This screen indicates participation in the At Risk After School Snack Care program. 
 

 

 
 
• Enter the name of the Public School use to qualify. 
• Enter the percentage of free and reduced participants for the school. 
• Use the drop down arrows to select the Begin and End dates for when school is in session.  
• Use the drop down arrows to select the Date At Risk Approved. 
• Use the drop down arrows to select the ASCS Hours of Operation. 
• Check on the types of activity offered. 
• Respond to the CACFP After School Care Snack questions by clicking on the circle by your 

choice. 
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• List the Names and work hours for the staff that supervises the After School Program 
• Briefly describe the agenda of the activities offered. 

 
• After entering the above information click on Continue >.   

 
• Site Application page Returns to the Site Application Page Links 

  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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E. Hours of Operation and Meals Served 
 
This screen displays the hours of operation and the times and days meals are served. 
 

 

 
 

• Use the drop down arrows to indicate the opening and closing times for the Center. 
• Use the drop down arrows to indicate the Begin and End times 
• Check the boxes to indicate the days of operation. 

 
Tip:  If operating Monday through Friday only click on the box titled M-F Only and the system will check 

all of the boxes for Monday through Friday. 
 

• Use the drop down to indicate the Type of Food Service. 
• If the type Food Service selected is “FSMC” or “SFA”, enter Vendor\School Name 

 
• After entering the above information click on Continue >.   
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• Site Application page Returns to the Site Application Page Links 
  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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F. Emergency/Homeless Shelter Meals Served 
 
This screen indicates participation in the Emergency / Homeless Shelter program. 
 

 
 

• Click on the check box to certify that the primary purpose of the shelter is to temporally house and 
provide meals to children and their parents of guardians.  

• Enter description of the shelter’s procedure for ensuring that reimbursement is claimed only for 
meals served to residential children 12 years of age and younger, and/or migrant children 15 years 
of age and younger, and/or children with disabilities, regardless of age 

 
• After entering the above information click on Continue >.   

 
• Site Application page Returns to the Site Application Page Links 

  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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G. Racial/ Ethnic Data 
 
This screen contains the Racial / Ethnic data.  
 

 
 

• Use the drop down arrow to select the name of the school in the zone in which the site is located. 
• Enter the Racial/Ethnic percentages 
• Enter the Number of enrolled participants in each racial/ethnic group for this center. 

 
• After entering the above information click on Continue >.   

 
• Site Application page Returns to the Site Application Page Links 

  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 

 • Continue 
with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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H. Center/ Site Application Internal Use Only 
 
This screen provides access to certain administrative functions.   
 

 
 

• Use the drop down arrow to enter an OSR Approval Date. 
• If applicable, use the drop down arrow to enter a Termination Date. 
• If applicable, enter a Termination Reason. 
• If applicable, use the drop down arrow to enter a Denied Date. 
• Use the check box to indicate if this is a New Sponsor 
• Use the check box to indicate if the Center / Site has been reviewed. 

 
• After entering the above information click on Continue >.   

 
• Site Application page Returns to the Site Application Page Links 

  • Help Goes to Help screen 
 

• Redisplay Displays the current screen.  Does not save entered information. 
• <Back Returns to the previous screen.  Does not save entered information. 
• Save Saves information entered and stays on this screen. 
• Cancel Returns to Application Menu. Does not save entered information. 

Buttons 
 
 
 
 

  • Continue 
> 

Saves entered information and continues to the next screen of the 
application. 
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 • Continue 

with 
Errors 

If errors exist a red error message will be displayed at the top of the 
screen.  The error description message will display an item number and 
an explanation of the error.  Clicking on the Continue with Errors 
button will not save the page, but will go to the next screen.   
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I. Center Application Summary 
 
This screen displays the information that has been entered on other screens.  This is a display only screen. 
 

 

 
Click on continue to view the next screen.
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J. Supporting Application Documents Required 
 
This screen lists and tracks the documents that must be submitted to OSR.   
 

 
 
The Required Forms/Documents to send to OSR column contains hyperlinks.   
 

• Click on any of the listed items to go directly to the form or document.  
 

• Click on the check box to indicate the forms have been submitted to OSR and enter the date 
submitted. 

• After entering the information click on Submit.   
 
The following confirmation screen will be displayed. 
 

 
 
 

• Click on Finish to return to the Site Menu. 
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